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$ O]ﬁce emomndum e UNITED STATES GOVERNMENT

TO : Chief, Mansgement Staff DATE: 10 May 1961

FROM : Chief, Records Management Staff

e /- /73‘3/

suBjEcT: Temporary Increase in Records Center T/O

incresse 1s necessary for the following reasons:

1. The Records Center needs an increase in T/O This 25X1

8. The move into the new building will increase the rate
of retirement by the offices affected. They have been
increasingly retiring records in preparation for the move,
and certain experience has shown that an even greater volume
can reasonsbly be expected after they move and try to fit
themselves into thelr new space. As an example of this -
during the last 30 days receipts at the Records Center heve
more than doubled - from 42 cu. ft. per work day to 89 cu. ft.

b. The Records Center is currently operating at top
capacity. The rate of reference alone hes trébled since
June 1958, et which time the servicing of DDP records was
gtarted, 1. e., Fiscal '59 had 75270 references and Fiscal
'61 had 189,64k,

¢. The above work loed has been sbsorbed by the Records
Center without increase in T/0.

d. The Records Center is a service operastion thet cannot
allow a backlog to develop. If records cannot be returned
to an office when needed, tle office will find a way to retain
its records in active office space at an increased cost in
space, ‘time, and money.

e. Of particular significance in this connection is e
work standards comparison of our Records Center against other
Government and private industry operetions of & similar nature.
By work standsrds is meant in each case the number of "actions"
performed on a slngle men-year basis. "Actlon" is defined as:

(1) One cubic feet of records received.
(2) One cubic foot of records destroyed.

(3) One reference furnished.
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(&) Comparison referred to ebove shows that
the CIA Records Center hes had s much greater sus-
tained performance rate than any other Records
Center - as follows:

RECCRDS CENTER ACTIONS
Gsa 7,400
AFRC 3,500
Maryland 1,500
Ohio 0il Company 1,500
General Electric Compeny

Aircraft Geas Turbine Division 6,000
CIA FY 1958 6,699

FY 1959 6,886
FY 1960 13,000

2. In view of the sbove, I request thet the Records

25X1 Center T/O be increased [::::f]positions for a period of
approximately one year. At the end of that time the
requirements should again be evaluated.

25X1

~ “‘:7
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WHICH MAY BE USED.
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TO: | |
: ROOM NO. BUILDING
604 1016 - 16th Street
REMARKS:
Lou:
Returned per your discussion
with DD/S.
STAT
FROM | ;
Executive Assistant to the DD/S
ROOM NO. BUILDING EX <
East [ [l . sTAT
RMNO-241 S waeuem. o TOTEER ﬁ
N -73! - g
— D . ;
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TRANSM ‘?,2 bﬂn!l k]
TO: B E S
ROOM NO. UILDI§G
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ROOM NO: . i ON -STAT
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CUMULATIVE
ACTUAL AND ESTIMATED
RECEIPT AND DESTRUCTION

RECORDS

OF
AT THE RECORDS CENTER
BY
FISCAL YEARS

1957 .

1961 _ 1962 1963 196l

46,042

12,963

| 33,079

Records Center holdimgs by the end of
Fisoal '66 are estimated to fill the

total eapacity of the present amd pre-
pesed strustures (100,000 subie feet).
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